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Agency 
City of Frederick 

Division/Unit 
Office of the Mayor/Public Information 
Ofc 

Item No Description Retention 

Department correspondence 

External correspondence 

3 Alphabetical files 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Approved by Department, Agency or Division Representative 

Date " i q ^ Q I 

Signature" 

Type Name 

Title 

Schedule Authorized by State Archivist 

Date 

Si 

OCT 2 2 2001 
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Item No Description Retention 

y Budget Retain for 2 years, then destroy 

Press releases Retain for 2 years, then destroy 

Media files Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

7 Speeches Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Project files Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

. Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

? Personnel files - copies Transfer originals immediately 
to HR. Retain copies until 
employee terminates, then 
destroy. 

Information requests Retain for 3 years, then destroy 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
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Item No Description Retention 

/ / Manuals/References Retain until updated or 
superseded, then destroy 



- Screen annually. Destroy material having no farther 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 



• Screen annually. Destroy material having no further 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin, 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 



— Screen annually. Destroy material having no further 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 







Screen annually. Destroy material having no furtKeF" 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin, 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 



^creeTTannually. Destroy material having no further 
, fiscal, legal or operational value. Retain permanently 
] any material that serves to document the origin 

development and accomplishments of the department 
Transfer periodically to the MD Archives. 



• Screen annually. Destroy material having no wither 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin 
development and accomplishments of the department 
Transfer periodically to the M D Archives. 








